
Initial Contact Button Guide 

The purpose of this button is to record when initial contact was made and when the first appointment offered was for all 

certifications. This records if you met the 10-day rule for pregnant women and 15-day rule for everyone else.  

The button is located: Applicant Prescreen, Participant List, Demographics, VOC Certification Screen and Schedule 

Appointments. 

What do I HAVE to enter and where? 

 Applicant Prescreen. When you create a new participant, you have to enter the date (it automatically populates 

with today’s date and that’s the date you want) and the type of contact (walk-in or phone). You do not have to 

enter the First Appointment Offered Date. You should wait to do this until you actually offer an appointment!! 

o If you know you will offer an appointment for today (for instance, it’s a walk-in day), go ahead and fill in 

the First Appointment Offered Date. 

o If you are going to schedule after you create the record, leave this blank. 

 At the time the client(s) make an initial certification appointment or subsequent certification appointment. So, 

you’ll use this button frequently in the Scheduling Screen. 

o If you’re making an initial certification appointment, remember that you have to enter the date and type 

of contact in the Applicant Prescreen. You should enter the First Appointment Offered Date when you’re 

in the Scheduling Screen and actually offering an appointment.  

o If you’re making a subsequent certification appointment, enter all information in the scheduling screen.  

o You need to enter an initial contact date for all household members who need a certification. This is 

easy as you can scroll through members via the scheduling screen and enter the date. 

 VOC Screen and CGS. If this is not filled out by the end of the VOC screen or CGS, you have to complete the 

entire screen. If you do not know the first appointment offered date, enter the date the certification was 

completed. 

When SHOULD I enter the 1st Appointment Offered Date? 

 When you offer the appointment!! It’s important to remember that this is the date you offered the first 

appointment. If you offered an appointment to a pregnant woman within ten days of her initial contact but she 

rejects it, enter the date she rejected. This shows that even though she was seen past the ten days of contact, 

you offered her an appointment within the correct timeframe.  

  

What if there is no First Appointment Offered Date and I just finished a cert. M-SPIRIT won’t let me continue until I 

enter a date! 

 Just enter the date the certification was finished. 

 


